How to use the NPSTC Public Safety Calendar
Welcome to our revised Public Safety calendar. We hope the new features and functionality are helpful to you when tracking the
activity of NPSTC’s committees and working groups.

1. Go to the NPSTC Home Page and click on Public Safety Calendar:
NOTE: You can also bookmark this link in your browser: npstc.org/calendar.jsp

2. In the upper left hand corner of the calendar, you can select “Today”, use the arrow keys to move the date backward or
forward and you can select a new month.

3. In the upper right hand corner of the calendar, you can select to see the current week, current month, or an agenda format.
The calendar will display the month view by default.

4. When you look at the calendar you will see individual calendar appointments. Note that all times are shown in the Eastern
Time Zone, (unless you have programmed your calendar or browser to display a different time zone).

5. If you click on any individual appointment, it will open up a details box which shows you the full information for the
appointment. In this example, the LTE Console group is meeting on Tuesday, March 18th from 1:00 to 2:00 p.m. EST. Barry
and Debby are the support staff who will be on the call. The conference line information is included. If this session used a
Join.Me web share program, that link would be included also.
•

The “copy to my calendar” button will only work if you have a Google calendar (see notes below about how to add this
to your Outlook calendar or other calendar that will support the “ .ics” format)

•

The “more details” button will display the full information about the appointment.

How to integrate the NPSTC calendar into your Outlook Calendar
(this is for Outlook 2010, but these steps should be similar for all versions of Outlook)
1. Open Outlook
2. Select CALENDAR view in the lower left hand corner of the application.

3. Look at the bottom left hand corner for your calendar list. It may look slightly different than the displayed image below.

4. Right Click on “Other Calendars” to display the options listed below

5. Click on “Add Calendar” and then click on “From Internet”

5. This window will open up.

6. Insert this ICAL link into the window and click ADD.
http://www.google.com/calendar/ical/Attend%40npstc.org/public/basic.ics

7. This message will appear:

Option 1: You can click YES and the calendar will integrate into your Outlook calendar as a separate calendar. You can toggle the
NPSTC calendar off and on, and you display the NPSTC calendar either alongside your own calendar or full blend the NPSTC calendar
and your own calendar. See examples below;

Option 2: You can click the “Advanced” button and this window will open up, allowing you to provide your own name for this calendar
and to check a box if you want attachments embedded in the calendar invitation to come over to your calendar.

8. Go back to your calendar list and make sure you have a check box in the “NPSTC Public Safety Calendar” box; in order for
this calendar to display.

9. There are several ways to display the NPSTC calendar in Outlook:
A) NPSTC calendar “side by side” with your own calendar. In the example below, my personal calendar is on the left and the
NPSTC calendar is on the right.
If I want to add a NPSTC calendar item to my calendar, I can “click and drag” the NPSTC calendar item over to the left side and drop it
into my calendar. The appointment is now “my appointment”. If this is a recurring appointment, it will copy to my calendar.

B) NPSTC Calendar overlay with your own calendar. At the top of the NPSTC calendar tab, you can click on the left arrow button to
move the NPSTC calendar into Overlay mode:

You will now see the blended calendar (shown below), where your own calendar is in one color (mine is blue) and the NSPTC
calendar will be in a different color (in this example the NPSTC calendar is salmon).
You can always reverse this by clicking on the “right arrow” in either tab at the top of the calendar.

(END)

